
Writing a Resume
Your resume is your personal marketing document, tailored to a specific job; it is not a complete work history or a record of all 
you've done. The purposes of a resume are to persuade an employer that you can do a particular job and to get an interview. An 
effective resume focuses on what you've done in the past that matches the employer's present needs.

Before writing
Read the job description carefully and identify skills and qualities sought by the employer. Consider which 
ones you possess. Tailor your resume for each position by using the employer's own words to describe your past 
experience.

Key points
•	 Keep your resume to one page unless it is for something academic (like a scholarship, fellowship, or graduate school).

•	 Place the most important information first.

•	 Use scant, consistent formatting to make the resume easy for the reader to skim.

•	 Make sure your resume is error-free.

•	 Do not include personal information such as birth date, a photo, or ethnicity.

•	 Avoid abbreviations, slang, and jargon.

•	 Don't mention your references on your resume; create a separate page for this. See our References and 
Recommendations handout on this topic.

Contact information
Include your name, full mailing address (list both permanent and local addresses, along with effective dates, only if necessary), 
phone number, and email address. Your name should be the largest item on the page.

Objective (optional)
•	 Begin the objective with active verbs such as “seeking,” “desire,” or “to obtain.”

•	 Be as specific as possible to type of position and industry.

•	 Briefly mention your relevant skills and experience.

•	 Do not talk about what you hope to gain from the employer.

Education
•	 High school information should not appear on a professional resume unless it is extremely relevant to the position for 

which you’re applying. Include the university from which you're taking your most recent degree and any others only if 
they're relevant.

•	 Make your list from newest to oldest by end date.

•	 For each relevant educational experience, provide: the name of the institution, the city and state where the institution is 
located, the degree you will earn (spelled out, e.g., “Bachelor of Arts”), the month and year you earned (or will earn) the 
degree,  and your majors, minors and concentrations.

•	 GPA is optional and can enhance a resume if it is 3.0 or higher (based on a 4.0 scale).

•	 Consider including relevant coursework, training, and certifications (such as CPR) in this section.

•	 If you personally financed more than 50% of your education by working during school or from awarded scholarships (not 
loans), you may want to mention it in this section.

•	 Include relevant or impressive honors and awards in this section.

Experience
Use categories in a creative way that will allow you to group together and emphasize your most important experiences.  For example, 
if you are applying for a sales position, consider a “Sales Experience” or “Customer Service Experience” category for your most 
relevant experiences plus a “Leadership Experience,” “Community Outreach Experience,” or other category for less relevant 
experiences. You may also use the more generic headers of “Related Experience” and “Additional Experience” if those categories, 
you feel, are the most effective to convey your message to potential employers.
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•	 Include full-time, part-time, volunteer, internship, cooperative, laboratory, and clinical experiences relevant to your field, 
whether they were paid or unpaid.

•	 Within your categories, make your list from newest to oldest by end date and include the name of the organization, the city 
and state where the organization is located, your title (e.g., “Assistant Manager” or “Volunteer”), and start and end dates 
including month and year.

•	 Describe your achievements at the position using bulleted accomplishment statements (see below).

Accomplishment statements
•	 Accomplishment statements, which indicate what you accomplished within a particular position, are somewhat formulaic and 
should:

g	 Begin with a skill (or skills) in active voice. (Do not begin statements with nouns, non-skill verbs or passive phrases such
as “responsible for” or “duties included.”)

g	 Qualify or contextualize the skill by briefly describing how, why, or with whom the skill was applied.
g	 Quantify any information that would give the reader a better of idea of the scope of the accomplishment (how much, 

how many, etc.).
•	 Emphasize the benefit you made to the organization (Did you make something more efficient? Achieve something new? 
Exceed performance?).

•	 A typical experience will have 2-5 accomplishment statements.

•	 Skills should be in present tense if you are still doing the activity as part of the experience; past tense if you are not.

•	 Example accomplishment statements:

g	 “Implemented advanced assembly procedures to increase production 10% by reducing turnaround time from 5 to 4 days”
g	 “Trained 12 new employees in customer service and telephone procedures”
g	 “Administered campus tours and served on informative panels to encourage prospective students to attend the university”

Skills
Try to incorporate your skills in your accomplishment statements (your bullets) like in the Spock McFadden example. Only include 
a separate skills section if the job calls for specialized knowledge or qualifications, as with the Jenny and Leah examples.

Languages
Include only if relevant and if you are confident you could use the language at the position. Accurately describe your skill level:

•	 Literate: Can comfortably read and write the language.

•	 Conversational: Can speak the language.

•	 Proficient: Can read, write and speak the language well.

•	 Fluent: Can read, write and speak the language with similar skill to a native speaker. (You must be prepared to be interviewed 
and work in this language.)

Computer: If relevant, describe the relevant software, languages, and hardware, as well as your skill level.

Laboratory: If relevant, include information about laboratory procedures you can conduct or equipment you can operate.

Publications and presentations
If relevant, list your presentations and publications.

Sample skills

Planning skills 
Created
Designed
Developed
Devised
Estimated
Experimented
Formed
Formulated
Initiated
Innovated
Instituted
Invented
Justified
Laid out

Organized
Planned
Projected
Reorganized
Revised
Scheduled
Solved
Systematized
Transformed

Skills in assuming 
responsibility
Adopted
Arranged
Compiled

Developed
Established
Evaluated
Implemented
Improved
Initiated
Installed
Maintained
Operated
Performed
Prepared
Produced
Reviewed
Simplified
Sold

Skills in working 
with others
Administered
Advised
Approved
Conducted
Consulted
Controlled
Coordinated
Counseled
Decided
Delegated
Determined
Directed
Enlisted

Facilitated
Guided
Instructed
Interpreted
Led
Managed
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For additional skills, www.iucareers.com/students/job_search/verbs.php
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